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How many times have we been asked how we got 
the square feet of a property?  

What is your answer?
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An owner states his plans indicate 
10,000sf and you show 12,000sf.  

Hmmmm
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Did you use building plans? Did you verify 
what was actually built matched the building 

plans?
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A tax rep states his client is leasing three units. 
Tenant 1 is 18,000sf, Tenant 2 is 8,000sf and 
Tenant 3 is 16,000sf, a total square of 42,000sf 
and you show they have 47,000sf.  
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Can you defend your data during an appeal?  
After all, he has each of the leases showing 
42,000sf.  If they are only leasing 42,000sf why 
are you “taxing” him on an additional 5,000sf?
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What now? 
Who is correct?

Assessment offices are required by Law and 
Rules and Regulations to establish uniform 
values supported by local market conditions.  
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PROBLEM IDENTIFICATION 
An appraiser must gather and analyze information about those 
assignment elements that are necessary to properly identify the 
appraisal or appraisal review problem to be solved. 
Comment: The assignment elements necessary for problem identification 
are addressed in the applicable Standards Rules (i.e., SR 1-2, SR 3-2, SR 5-
2, SR 7-2, and SR 9-2).
In an appraisal assignment, for example, identification of the problem to be 
solved requires the appraiser to identify the following assignment elements: 
• client and any other intended users; (Owners, taxing authorities, etc.)
• intended use of the appraiser’s opinions and conclusions; (Annual Digest)
• type and definition of value; (O.C.G.A. 48-5-2)
• effective date of the appraiser’s opinions and conclusions; (1/1/2021)
• subject of the assignment and its relevant characteristics; (SUBJECT)
and • assignment conditions. 

This information provides the appraiser with the basis for determining the 
type and extent of research and analyses to include in the development of 
an appraisal. 

SCOPE OF WORK RULE 
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Rule 560-11-10-.09 Real Property Appraisal
Appraiser Procedure Manual

560-11-10-.09(2)(d)(2) 
Collecting property information. The appraisal staff shall, consistent with the policies of the board 
of tax assessors and this subparagraph, physically inspect properties when necessary to gather 
the information required by Rule 560-11-10-.09(2)(d). 

(i) Field inspections. The appraisal staff shall develop and present to the board of tax assessors 
for approval procedures that provide for periodic field inspections to identify properties and 
ensure that property characteristics information is complete and accurate. The procedures 
shall include guidelines for the physical inspection of the property by either appraisers or 
specially trained data collectors. The format should be designed for standardization, 
consistency, objectivity, completeness, easy use in the field, and should facilitate later entry 
into a computer assisted mass appraisal system, when one is used. When interior information 
is required, the procedures shall include guidelines on how and when to seek access to the 
property along with alternative procedures when such access is not permitted or feasible. 
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The foundation of any 
valuation system is the 
consistency and accuracy of 
data. 

A well thought out field 
manual establishes standard 
expectations within the 
appraisal staff and ensures 
accountability.
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Appraisal field manuals are not intended to be static but a 
“living document”.  

What is a “Living Document”?

A document continually edited and updated.

Change is inevitable.  Change in laws, zoning, building 
materials and construction practices are just a few reasons 
assessment offices must annually review and recommended 
changes for considerations by Board of Assessors.
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Examples of change
Legal

Changes in law can change definitions within the manual

Class/Strata change (FLPA)

Zoning Change

Identification of Structure Type
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48-5-2(3)(B)(vi) Low Income Tax Credit Apartments

Legislation “carving out” tax credit properties now requires assessment offices 
to identify market v/s restricted apartments.

The tax assessor shall apply the following criteria in determining the fair 
market value of real property:

(vi) Rent limitations, higher operating costs resulting from regulatory 
requirements imposed on the property, and any other restrictions imposed 
upon the property in connection with the property being eligible for any 
income tax credits with respect to real property which are claimed and 
granted pursuant to either Section 42 of the Internal Revenue Code of 1986, 
as amended, or Chapter 7 of this title or receiving any other state or federal 
subsidies provided with respect to the use of the property as residential rental 
property; provided, however, that properties described in this division shall 
not be considered comparable real property for the assessment or appeal of 
assessment of properties not covered by this division;
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Gross Building Area 
 Gross building area, which is the 

total finished area (including any 
interior common areas, such as 
stairways and hallways) of the 
improvements based on exterior 
measurements, is the most 
common comparison for two- to 
four-family properties. 

• It should include all finished above-
grade and below-grade living areas 
but exclude exterior common areas 
(i.e., open stairways). 

https://selling-guide.fanniemae.com/

https://www.hud.gov/program_offices/ad
ministration/hudclips/handbooks/hsgh/41
50.2

http://nationalappraiserroster.com/Resou
rces/Appraising101/UnderstandingMeas
urementsRoomCounts/tabid/223/Default
.aspx
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Marshall & Swift  / CoreLogic
https://www.corelogic.com/
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Rule 560-11-10-.09 Real Property Appraisal
Appraiser Procedure Manual

560-11-10-.09(2)(d)(2) 
Collecting property information. The appraisal staff shall, consistent with the policies of the board 
of tax assessors and this subparagraph, physically inspect properties when necessary to gather 
the information required by Rule 560-11-10-.09(2)(d). 

(i) Field inspections. The appraisal staff shall develop and present to the board of tax assessors 
for approval procedures that provide for periodic field inspections to identify properties and 
ensure that property characteristics information is complete and accurate. The procedures 
shall include guidelines for the physical inspection of the property by either appraisers or 
specially trained data collectors. The format should be designed for standardization, 
consistency, objectivity, completeness, easy use in the field, and should facilitate later entry 
into a computer assisted mass appraisal system, when one is used. When interior information 
is required, the procedures shall include guidelines on how and when to seek access to the 
property along with alternative procedures when such access is not permitted or feasible. 
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Did you know there are national standards for measuring?

https://www.ansi.org/
ANSI-American National Standards institute

Performance Measurement Protocols for Commercial Buildings
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Building Owners and Managers Association

https://www.boma.org/BOMAStandards
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Back to our earlier questions

Owner states his plans indicate 10,000sf and you 
show 12,000sf. 

Did you use building plans? Did you verify what was 
actually built matched the building plans? Does the 
building perimeter match the plans?  If so, how can 
we be off?

Maybe they added a two story office inside the 
building not reflected on the plans.  
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You measured the exterior of the 
interior two story office, took a 
couple photos during your 
inspection, adjusted your sketch, 
allocated the differences for 
finished and unfinished warehouse 
space.

Why did you decide to do it this way?
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What would you say when you get called to the stand during 
the Superior Court appeal?

Are you going to say “this is how I chose to do it” or “this is just 
how it’s done”?
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What about:

You have a copy of your field manual while you are on the stand and state “The 
Paulding Board of Assessors formally adopted National Industry Standards in 1996 to 
determine gross and net building areas.  The standards are reflected in our Appraiser 
Field Manual.  The manual ensures all properties are measured and square feet 
allocated to ensure uniformity throughout the County. Our office annually updates 
the manual based on changing legal requirements, building materials and 
construction practices.”
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A tax rep states his client is leasing three units. Tenant 1 is 18,000sf, Tenant 2 is 8,000sf and Tenant 3 is 
16,000sf, a total square of 42,000sf and you show they have 47,000sf.  

Can you defend your data during an appeal?  After all, he has each of the leases showing 42,000sf.  If 
they are only leasing 42,000sf why are you “taxing” him on an additional 5,000sf?

What now? 

Who is correct?

What if you can show the tax rep the difference between Net Leasable Area and Exterior Gross Area.  
Both parties are correct for their specific purpose however, real estate standards reflected in an 
adopted appraisal manual is what appraisers utilize in the identification and valuation process.
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Definitions

Pay attention to local 
ordinances

Review annually for changes 
in law or Rules and 
Regulations
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Class/Strata Codes
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Appraiser Procedure Manual (APM)
560-11-10-.09(3)(b)

(b) Acreage tract valuation. The appraisal staff shall determine the small acreage break point 
to differentiate between small acreage tracts and large acreage tracts and develop or 
acquire schedules for the valuation of each. When this small acreage break point cannot 
easily be determined, the appraisal staff shall recommend to the board of tax assessors a 
reasonable break point of not less than five acres nor more than twenty-five acres. The 
base land schedules should be applicable to all land types in a county. The documentation 
prepared by the appraisal staff should clearly demonstrate how the land schedule is 
applied and explain its limitations. 
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(B) The tax assessor shall apply the following 
criteria in determining the fair market value of 
real property:

(i) Existing zoning of property;

O.C.G.A. § 48-5-2
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Conducting the 
Field Review



Georgia Department of Revenue

Rounding

Trouble Areas
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Standard Descriptions
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Make sure your 
photos match 
your property 

type
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Accessory structure
A structure that is detached 
from a principal structure 
(dwelling) on the same lot, 
customarily incidental and 
subordinate to the principal 
structure or use. Accessory 
structures most commonly 
include detached garages, 
utility sheds, barns 
detached decks and 
detached gazebos.
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Back to those 
Descriptions

Where does value 
come from, the Code 
or the Description?
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Why is this important?

When we began discussing 
structure naming, we contacted 
several counties and received 
their commercial cost code and 
descriptions.  After reviewing 
we found hundreds of different 
building codes all with 
variations of 83 different type 
structures.
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Easier to understand
Is it easier for the public to understand “we have you classified as a 
340” or “we have you classified as a Retail Market”?

How many times do we receive emails or phone calls for sale 
information a particular property type?

What if you could search across Georgia, by region or by County 
for specific property types.

What if you could search by simply entering ‘retail’ or ‘apartment’.
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Schneider / QPublic State Sales Search
You must be a GAAO Member

https://gaao.org/
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Search Criteria

Sale between May 13, 2020 to May 13, 2021

Sale Price over $100,000

Partial Improvement Type ‘Apart’ (for Apartment)

Search to include all of Georgia
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Click on the ‘View Report’ and it will take you to the local 
jurisdictions parcel information.
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Click on the hyper link and it will take you to the local jurisdictions 
parcel information.
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Click on the Excel icon in the upper right and the Download Sales 
Search Export
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Accessing the Commercial Industrial Field Manual Template

You must be a GAAO Member
https://gaao.org/
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Good Ideas
Develop a “new employee” packet containing 
all adopted policies and procedures.

Have new employee sign document 
acknowledging their receipt of the packet.

Never give edit rights to staff 
once appraisal manual, or any 
policy or procedure has been 
adopted.

Establish designated area for manuals, policies 
and procedures to be accessed by staff.
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Send email link to staff when changes 
are made and adopted to manuals, 

policy and procedures with 
references to changes made. 
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Post your manuals on your web…

Make sure any updates to manuals, policies 
and procedures make it to the web.
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Involve field staff in developing and editing appraisal manuals.
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Make sure measuring 
devices are approved for 
use and noted in Assessors 
minutes.

Set up schedule to test 
electronic measuring 
devices to ensure 
accuracy.  

Have results before BOA 
and noted in minutes.

Appraiser Type Serial Feet Inches
Kyle Leica 128283216 24 15/32
Scott J Leica 1284130609 24 15/32
Scott S Leica 1284061136 24 17/32
Robin Leica 1282831206 24  1 / 2
Diane Leica 1284131210 24  1 / 2
Josh Leica 1284131253 24 17/32
Michael Leica 1284062414 24 17/32
Steve Leica 1284041021 24  1 / 2
Brent Leica 1284092781 24  1 / 2

Measure Test
February 9, 2021
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Taking these small steps will lead to competent and confident staff, public trust 
and equitable values owners can rely on.
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Paulding County 
Commercial Appraiser 

Diane Fields

GAAO Commercial 
Committee
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